Client Services







Table of Contents

Why Can't | ACCESS @ SCIrEENT ......coviiiii it e e e et e e e e e e e e e e 1
Determine Which Permissions Are Needed for the Client Services List Page........cc............... 1
ClIENT SEIVICES ...ttt e e e et et e e e e e e e e e e e e e ns 3
Manage Services for @ ClENt.............uiiiiiii e 3
To Add @ Service 10 @ ClIENt........ooiie e 3

To Change an Existing Service fora Client..............coooiiiii e 6

TO DEIEE @ SEIVICE ...ttt e e e e e 9
Add @ Group t0 @ ClIENT'S SEIVICE .....uuuueeiiiiii e a e e e e e e e e e e e e e e aaaa s 13
COPY SEIVICE ...ttt e oo e oottt e e e e e e e e e e bbb et e e e e e e e e e e nnsbbneeeeeaeeeeaannns 14
TO COPY @ ClIENE'S SEIVICE ...cceeieiiiiiteei e 14
Move Documents between Dates Of SErviCe ... 18
To Move Documents between Dates of ServiCe..........oooiiiiiiiiiiiiiie 18
Print @ CliNICal SUMMAIY .......ooiiiiiii et e et e e e e e e e e nnneees 22
To Print the Clinical SUMMAIY ............uiiiiii e 22
Reschedule a Service for @ ClEent............oooi e 26
Reschedule @ Group SEIVICE ........ooiiiiiiiiiiiiiiiiiiiiieeeeeee e annsnnsnnnnnnnnnnes 26
Access the Group Service to Reschedule ..., 26
Access a Member of the Group Service to Reschedule ... 27
Reschedule Individual Service for a Client ............ccccuviiiiiiiiiiiie e 28
Schedule a Follow-up with @ Client...........ooooiiiiiii e 31
View the Clinical Summary Document before Printing............oooieiiiiiiii e, 33
1CON DEFINITIONS ...t e e e e e e 33
Field DEfINItIONS ..ottt e e e e e e e e e e e e e 35
Client Summary Page Field Definitions.............uoiiiiiiiiiice e 35



Table of Contents

Group Service Detail Page Service Tab Field Definitions .............cveeiiiiiiiiiiee e, 37
Group Services List Page Field Definitions ..........cccooiiiiiiiiii e 41
Move Document Window Field Definitions...............uveiiiiiiiiiii e 44
Service Detail Page Add-On Codes Tab Field Definitions.............coveeeiiiiiiiiicce e, 46
Service Detail Page Authorization(s) Tab Field Definitions ............ccccoeeviiiiiiiiiiee, 47
Service Detail Page Billing Diagnosis Tab Field Definitions............ccccooooiiiiiiiieieeee, 49
Service Detail Page Service Detail Tab Field Definitions .............coovieiiiiiiiiiiiice e, 50
Services for a Client List Page Field Definitions. ... 53
Use the My Calendar PAge ..........cooui ittt e e e e e e 55
To Display the Calendar for a Different Staff Member..............oooie 55
Create a Staff Group to Display Calendars for @ Group ...........ceeevveiiiiiiiiiiieieiiiieiiieeieeereennnnnen 56
Display Calendars fOr @ GrOUD .....ccccooeiiiieieieeee e e e e e e e e e e e e e e 58
Display Calendars for Multiple Selected Staff Members .........cccooooiiiiiiiiiiiieen 58
Change the Intervals to View on a Calendar................oooiiiiiiiiiii e 59
Add a Service Note for a Client on @ Calendar ... 60
Add a New Calendar Entry on @ Calendar..............coooaiiiiiiiiiiiie e 62
Change the View of the Calendar(S)..........uuuuiiiriiiiiii e 62



Why Can't | Access a Screen?

You can only access screens that your user sign on has been granted access to. This property
is referred to as Permissions. Use the table below to find the screen you need access to and
determine the Permissions that are needed. To solve this, you need to discuss this issue with
your system administrator to have the Permissions changed.
To access Permissions:

1. Follow this path: Administration » User/Role Setup » Role Definition.

The Role Definition page is displayed. View field definitions.

From the Permissions page, you can:

Determine Which Permissions Are Needed for the Client Services Pages

Determine Which Permissions Are Needed for the Client Services List Page

If you can't access |You Need Permission p t P ission It
this screen... Type aren ermission ftem
Client Summary Banners Client gllent Summary (Client
ummary)
Services/Notes Banners Client Services/Notes

Screen (New Mode)  [Services/Notes Export
Screen (New Mode)  [Services/Notes New
Screen (New Mode) Service Detail Delete
Screen (New Mode)  [Service Detail New
Screen (New Mode)  [Service Detail Save
Screen (Upload Mode) [Services/Notes Export
Screen (Upload Mode) [Services/Notes New
Screen (Upload Mode) [Service Detail Delete
Screen (Upload Mode) [Service Detail New
Screen (Upload Mode) [Service Detail Save
Screens Client Add Other Signer
Screens Client ClinicalSummary
Screens Client ICMClinicalSummary
Screens Client PMClinicalSummary
Screens Client Comments Interface
Screens Client Service Detalil
Screens Client Sign Note
Screens Client SignaturePage
Document Codes (Edit) ClinicalSummary
Document Codes (Edit) Service Note
Document Codes (View) ClinicalSummary
Document Codes (View) Service Note




Why Can't | Access a Screen?



Client Services
Manage Services for a Client

From the Service Detail page, you can:

Add a Service to a Client

Change a Service for a Client

Delete a Service for a Client

Move Documents

Print a Clinical Summary

Copy Service

Reschedule a Client

Schedule a Follow-up Service for a Client

To Add a Service to a Client

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down list [_Open tis Ciient

b. Select the <Client Search> option.

The Client Search window is displayed. View field definitions.



[Smartcare

Provider

Name Search

Last Name | First Name

All Providers Ad|

) Include Client Contacts [ ] Only Include Active Clients (Checking will not allow option to create new Client)

Broad Search Type of Client @ Individual () Organization

Program

Other Search Strategies
DOB Search 504
;

Phone # Search

Client ID Search
Insured 1D Search

Master Client ID Searct

Records Found

‘ D ‘ Master ID Client Name

A ‘ SSN/EIN ‘ DoB ‘ Status ‘ Gity

‘ Primary Clinician Provider

No data to display

-

‘Create Provider Client || | Create New Potental Client | m
Registration (Selected Chient) || nauiry (Selected Client) | Inquiry (New Client)

2. Search for the client you want. Tell me how...

Client Services

x|

3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions.

Client Summary

= x
Summary
Client ID: 394180 Master Client 1D:
Name: Bellon, Pam Status: In Treatment DOB:01/12/1041  Age: 75 Years  Sex:Female  Race: White SSN: 0999
Registered On: 01/08/1991 ~  Last Seen On: 09/14/2015  Next Scheduled: Address: 1830 N. State Chicago, IL 60601
Primary Care Coord: AuDuong, Bill Primary Program: South Follow Along Phone: 312-555-2153
Note:
Emergency Contact: P222, C222 312-555-2475 Presenting Problem:
Diagnosis:
Type 1c09 1CD10 DSM5  R/O  Description
Primary 20530  F20.0 No Paranoid schizophren...
Additional V7109 20389 No Encounter for observ...
Timeline Summary
GAF Score
Services 100
Med Changes s
0
Jun ul Aug Sep oct Nov ~ Dec  Jan Feb Mar Apr May
Admit T Discharge 7

Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the

client's last name, first name and the client ID in parentheses.

| My Office Abbott, QCEYCCIEEORY Program | Administration

5. Select Services from the Client banners.

The Services (#) window is displayed. View field definitions.



Client Services

Services (9) : @A
Show Services Only v |[ All Statuses v || All Clinicians v (" Apply Fiter |
All Programs v |DOs From 11/03/2015 |Z¥  DOSTo iiing

Dos V| Procedure Status Clinician/Provider Program Location | Charge | Payment

05/03/2016 10:30 AM  Individual TheraBH 51 M..  Cancel (Co... ~ Acree, Lan SSW South Follow Along ~~ Assisted $72.75

02/11/2016 10:30AM  Individual Therapy 30 M. Scheduled  AuDuong, Bill LCSW South Follow Along ~ Hope Apts

01/28/2016 10:30 AM  Individual Therapy 30M...  Scheduled  AuDuong, Bill LCSW South Follow Along ~ Hope Apts

01/14/2016 10:30AM  Individual Therapy 30M..  NoShow  AuDuong, Bill LCSW South Follow Along ~ Hope Apts

12/17/2015 10:30 AM  Individual Therapy 30 M...  Scheduled  AuDuong, Bill LCSW South Follow Along ~ Hope Apts

12/03/201510:30 AM  Individual Therapy 30 M. Scheduled  AuDuong, Bill LCSW. South Follow Along ~ Hope Apts

11/10/2015 10:30 AM  Individual Therapy 30 M...  Scheduled  AuDuong, Bill LCSW South Follow Along ~~ Hope Apts

11/05/2015 11:00AM  Med Mngmnt Nurse 15...  Scheduled  Smith, Maxine RN South Follow Along ~ Hope Apts

11/05/2015 10:30 AM  Individual Therapy 30 M...  Scheduled  AuDuong, Bill LCSW South Follow Along ~ Hope Apts

6. Filter the list to determine the records that are displayed. Tell me how...

7. To add a service to the client, click the New item B icon in the task bar.

The Service Detail page is displayed with the Service Detail tab active.

. . g " we
Service Detail BEVCOU R [ Save JRI| x v
Service Detall |_Billng Diagrosts | %
Service o
e
Bellon, Pam Status Scheduled ¥ | Start Date 05/03/2016 |EE  program v
Procedure v| I strt Time Duration |0.00
Clinician Name v End Time End Date
Location v Attending v Referring v
¥ dlient was  (yar person(s) Present Cancel Reason
present
Charge Balance Rate ID
@ Billable Do Not Complete
Note
Override Charge Overridden By
Comment Amount
Override Errors Overridden By

Warnings / Errors

Date Error Type Error Message Next Step

No data to display

Custom Fields

8. Complete the Service Detail tab for this service. View field definitions.

9. Click the Save button.
10. Click on the Billing Diagnosis tab to make it active.
The Billing Diagnosis tab is displayed.

i i b
Service Detail Em | 0 x v

Service Detail | Billing Diagnosis

Billing Diagnosis

e - -
DX AxisT&1I DX Axis il/Problem List

v | 29530 - Paranoid schizophrenia

v | V71.09 - Encounter for observation for other suspected diseases and conditions ruled out

Re-Order Diagnosis ~ Refresh Diagnosis

11. Complete the Billing Diagnosis tab for this service. View field definitions.




Client Services

12. Click on the Save button.

13. If you added a procedure code on the Service Detail tab that is set up with add-on
codes, the Add-On Codes tab is available on the Service Detail page..

14. Click the Add-On Codes tab to make it active.

The Add-On Codes tab is displayed

Service Detail ” [CSH Sove R 5% 80 Vv
Service Detail Billing Diagnosis Add-On Codes Authorization(s)
‘Add-On Codes
Select Add-On Codes Start Time Duration =S
Add-On Codes Start Time | Duration

15. Complete the Add-On Codes tab, if needed. Tell me how... View field definitions.

16. Click on the Save button.
17. Click on the Authorization(s) tab to make it active.

The Authorization(s) tab is displayed.

Service Detail [CSY_Seve JEW] o/%X| @

Service Detall | Billing Diagnosls | Add-On Codes | Authorization(s)

©
<

Required Authorization(s)

Coverage Plan Name

Attached Authorization(s)

Exclude | Authorization Id Authorization Code From To Units Used | Units Available | Coverage Plan Status

Available Authorization(s)

Exclude | Authorization Id Authorization Code From To Units Used | Units Available | Coverage Plan Status

18. Complete the Authorization(s) tab. View field definitions.

19. Click the Save button.

20. Click the Exit icon # to return to the Services list page.

To Change an Existing Service for a Client



Client Services

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down list

L Open this Client v

b. Select the <Client Search> option.
The Client Search window is displayed. View field definitions.

f = okl
|

Provider All Providers v

Name Search | Include Client Contacts

| Only Include Active Clients (Checking will not allow option to create new Client)

Last Name |

Organization

First Name Program v

Other Search Strategies

[ Sovsooen
.

Records Found

‘ D ‘ Mast(;‘r ID | Client Name a ‘ SSN/EIN ‘ DOB ‘ Status ‘ City ‘ Primary Clinician Provider

No data to display

v

‘Create Provider Ciient || " Create New potental cient | m
Registration (Selected Client) | I Inquiry (elected Ciient) | Inquiry (New Client)

2. Search for the client you want. Tell me how...

3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions.

Client Summary

| x
Summary
Client ID: 394180 Master Client 1D:
Name: Bellon, Pam Status: [n Treatment DOB:01/12/1941  Age: 75 Years Sex: Female Race: White SSN: 0999

Registered On: 01/08/1991 Last Seen On: 09/14/2015  Next Scheduled:

Address: 1830 N. State Chicago, IL 60601
Primary Care Coord: AuDuong, Bill

Primary Program: South Follow Along Phone: 312-555-2153
Note:
Presenting Problem:

Emergency Contact: P222, C222 312-555-2475

Diagnosis:

Type 1cD9 1010 DSM5  R/O  Description
Primary 20530  F20.0 No Paranoid schizophren...
Additional V7109 20389  No

Encounter for observ...
Timeline Summary
GAF Score

Services 100

Med Changes s

Admit T Discharge T~

Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the
client's last name, first name and the client ID in parentheses.



My Office

Abbott, Tera (1651160) X [ttt

Administration

5. Select Services from the Client banners.

The Services (#) window is displayed. View field definitions.

Services (9)

‘Show Services Only

All Programs

DOS

05/03/2016 10:39 AM
02/11/2016 10:30 AM
01/28/2016 10:30 AM
01/14/2016 10:30 AM
12/17/2015 10:30 AM
12/03/2015 10:30 AM
11/19/2015 10:30 AM
11/05/2015 11:00 AM
11/05/2015 10:30 AM

6. Filter the list to determine the records that are displayed. Tell me how...

V| Procedure

Individual TheraBH 51 M..
Individual Therapy 30 M...

Individual Therapy 30 M.

Individual Therapy 30 M...
Individual Therapy 30 M...
Individual Therapy 30 M...
Individual Therapy 30 M...

Med Mngmnt Nurse 15..

Individual Therapy 30 M...

v || All Statuses

v |DOS From | 11/03/2015 | E™

Status
Cancel (Co.
Scheduled
Scheduled
No Show
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled

Clinician/Provider
Acree, Lan SSW
AuDuong, Bill LCSW
Aubuong, Bill LCSW
AuDuong, Bill LCSW
Aubuong, Bill LCSW
AuDuong, Bill LCSW
Aubuong, Bill LCSW
Smith, Maxine RN
Aubuong, Bill LCSW

v | Al Clinicians

DOS To iiing

Program

South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along

Location

Assisted

Hope Apts
Hope Apts
Hope Apts
Hope Apts
Hope Apts
Hope Apts
Hope Apts
Hope Apts

v " Apply Filter
Charge | Payment
$72.75

Client Services

7. To change an existing service, click on the date of service in the DOS column.

9.

The Service Detail page is displayed with the Service Detail tab active.

. . S we
Service Detail (oo Documerts —IEICSIY save JES) o/% @0
Service Detail | Billing Diagnosis || Authorization(s)
Service (]
et | -
Bellon, Pam Status Cancel  ¥| StartDate |05/03/2016 |EE™ Program | South Follow Along v
P
rocaire. | PRI v st e [109 00 purston i
Clinician Name [ Acree, Lan v End Time |10:39 AM End Date |05/03/2016
Location Assisted Living v Attending v | Referring v
Cllent was other person(s) Present Cancel Reason Agency or Clinician Cancelled v
present
I Gow. |
Charge 50.00 Balance Rate ID
) Billable Do Not Complete
Note
312-555-2153
£ Overide Charge Overridden By
Comment
Override Errors Overridden By
Warnings / Errors
Date Error Type Error Message Next Step
05/03/2016 11:07 AM 4408 Authorization for scheduled service missing for OP TRAD CAID MH-21301622
Custom Fields

Make changes on the Service Detail tab for this service, if needed. View field

definitions.

Click the Save button.

10. Click on the Billing Diagnosis tab to make it active.

The Billing Diagnosis tab is displayed.



Client Services

Service Detail Dociments [ Save JHI) x v

Service Detail | Billing Diagnosis

Billing Diagnosis

"DxAxisTa T DX Axis fliProblem List

v | 29530 - Paranoid schizophrenia

V71.09 - Encounter for observation for other suspected diseases and conditions ruled out

Re-Order Diagnosis ~ Refresh Diagnosis

11. Make changes on the Billing Diagnosis tab for this service, if needed. View field
definitions.

12. Click on the Save button.
13. If the Add-On Codes tab is present, click the Add-On Codes tab to make it active.
The Add-On Codes tab is displayed.

14. Make changes on the Add-On Codes tab, if needed. Tell me how... View field
definitions.

15. Click the Authorization(s) tab to make it active.

The Authorization(s) tab is displayed.

Service Detail [CSHY save QNI /% 80 V¥

Service Detail | Billing Diagnosis | Add-On Codes || Authorization(s)

Required Authorization(s)

Coverage Plan Name

Attached Authorization(s)

Exclude | Authorization Id Authorization Code From To Units Used | Units Available | Coverage Plan Status

Available Authorization(s)

Exclude | Authorization Id Authorization Code From To Units Used | Units Available | Coverage Plan Status

16. Make changes on the Authorization(s) tab, if needed. View field definitions.

17. Click the Save button.

18. When you are done making changes, click the Exit icon ¥ {0 return to the Services list
page.

To Delete a Service

You cannot delete a service that shows a status of Complete. Take care when deleting a
service as deleting records can cause problems throughout the system and on billing
procedures.

9



1.

Display the client you want to work with.

Client Services

a. Todisplay a client, click the Open this Client drop down list

L Open this Client v

b. Select the <Client Search> option.
The Client Search window is displayed. View field definitions.

SmartCare

Provider All Providers v

Name Search | Include Client Contacts |

Broad Search Type of Client  ®) Tndlividual

Last Name |

Organization

First Name Program

| Only Include Active Clients (Checking will not allow option to create new Client)

(@)

Other Search Strategies

Primary Clinician Search v
Authorization 1D/ #

Records Found

‘ D ‘ Mast(;‘r ID | Client Name a ‘ SSN/EIN ‘ DOB ‘ Status ‘ City ‘ Primary Clinician Provider

No data to display

v

b4

‘Create Provider Ciient || " Create New potental cient | m
Registration (Selected Client) | I Inquiry (elected Ciient) | Inquiry (New Client)

2. Search for the client you want. Tell me how...

3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions.

Client Summary

Summary

Client ID: 394180

Name: Bellon, Pam

Registered On: 01/08/1991  Last Seen On: 09/14/2015  Next Scheduled:
Primary Care Coord: AuDuong, Bill

Emergency Contact: P222, C222 312-555-2475

Master Client 1D:

Status: [n Treatment

DOB:01/12/1941  Age: 75 Years Sex: Female Race: White

SSN: 0999
Address: 1830 N. State Chicago, IL 60601
Primary Program: South Follow Along Phone: 312-555-2153
Note:

Presenting Problem:

Diagnosis:

Type 1cD9 1010 DSM5  R/O  Description
Primary 20530  F20.0 No Paranoid schizophren...
Additional V7109 20389  No

Encounter for observ...
Timeline Summary

GAF Score
Services 100
Med Changes s
0
Jun ul Aug Sep oct Nov  Dec  Jan Feb Mar Apr May

Admit T Discharge T~

o

Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the

client's last name, first name and the client ID in parentheses.

10



Client Services

My Office

Abbott, Tera (1651160) X [ttt

Administration

5. Select Services from the Client banners.

The Services (#) window is displayed. View field definitions.

Services (9)

‘Show Services Only

All Programs

DOS

05/03/2016 10:39 AM
02/11/2016 10:30 AM
01/28/2016 10:30 AM
01/14/2016 10:30 AM
12/17/2015 10:30 AM
12/03/2015 10:30 AM
11/19/2015 10:30 AM
11/05/2015 11:00 AM
11/05/2015 10:30 AM

V| Procedure

Individual TheraBH 51 M..
Individual Therapy 30 M.
Individual Therapy 30 M...
Individual Therapy 30 M.
Individual Therapy 30 M...
Individual Therapy 30 M.
Individual Therapy 30 M...
Med Mngmnt Nurse 15 ..
Individual Therapy 30 M...

v || All Statuses

v |DOS From | 11/03/2015

Status
Cancel (Co.
Scheduled
Scheduled
No Show
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled

g

Clinician/Provider
Acree, Lan SSW
AuDuong, Bill LCSW
Aubuong, Bill LCSW
AuDuong, Bill LCSW
Aubuong, Bill LCSW
AuDuong, Bill LCSW
Aubuong, Bill LCSW
Smith, Maxine RN
Aubuong, Bill LCSW

0B x
v || All Clinicians v (" Apply Fiter |
DOS To iiing

Program Location | Charge | Payment
South Follow Along ~~ Assisted $72.75

South Follow Along ~ Hope Apts

South Follow Along ~ Hope Apts

South Follow Along  Hope Apts

South Follow Along Hope Apts

South Follow Along ~ Hope Apts

South Follow Along Hope Apts

South Follow Along ~ Hope Apts

South Follow Along Hope Apts

Filter the list to determine the records that are displayed. Tell me how...

To delete a service, click on the date of service in the DOS column.

The Service Detail page is displayed with the Service Detail tab active.

. . 7 e
Service Detail (oo Documerts —IEICSIY save JES) <1k 30 AN}
Service Detail | Billing Diagnosis |  Authorization(s)
Service (]
Bellon, Pam Status Cancel  ¥| StartDate |05/03/2016 |EE™ Program | South Follow Along v
—

Procedure Individual TheraBH v Start Time | 10:39 AM Duration Minutes

Clinician Name [ Acree, Lan v End Time |10:39 AM End Date |05/03/2016

Location Assisted Living v Attending v | Referring v

Cllent was other person(s) Present Cancel Reason Agency or Clinician Cancelled v

present

BT

Charge 50.00 Balance Rate ID

@) Billable Do Not Complete

Note
312-555-2153
£ Overide Charge Overridden By
Comment
Override Errors Overridden By

Warnings / Errors

Date Error Type Error Message Next Step

05/03/2016 11:07 AM 4408 Authorization for scheduled service missing for OP TRAD CAID MH-21301622

| Custom Fields

8. Click the trash can [ icon in the task bar.

9. Click the Yes button in the Confirmation Message window.

10. Click the Exit icon % to return to the Services list page.

Why can't | access these screens?

11
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Client Services

Add a Group to a Client's Service

1. With the Service Detail tab displayed with the client's data appearing, click on the Group
S8 putton. Tell me how to display the Service Detail tab.

The Select Group window is displayed.
2. Select the Group you want to add to the client's service.

3. Click the Save button.

4. Click the Exit X button to close the window and return to the client's Service Detail
page.

Why can't | access these screens?

13



Client Services

Copy Service

Use this feature on the Service Detail page for a client with an existing service. The Copy

Service ' icon lets you make a copy of the service that is displayed, and then allows you to
make changes to the service, if needed. This is an efficient process if the majority of the existing
service details are the same for the copy of the service you make.

From the same client or to a different client???
To Copy a Client's Service

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down lit [_Open this Ciient M

b. Select the <Client Search> option.

The Client Search window is displayed. View field definitions.

Provider All Providers v

Name Search Include Client Contacts Only Include Active Clients (Checking will not allow option to create new Client)

Type of Client @ Individual () Organization

Last Name | First Name Program v
Other Search Strategies

| S

o

v
Records Found

' ID | Ma;er ID | Client Name A | SSN/EIN | DOB | Status | Gty | Primary dlinician | Provider

No data to display

‘Create Provider Client | | Create New potentiar crent T Select m
I Registration (Selected Client) ) Inquiry (Sefected Client) ' Inquiry (New Client)

2. Search for the client you want. Tell me how...
3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions.

14



Client Services

5.

15

Client Summary 2 x
Summary
Client ID: 394180 Master Client ID:
Name: Bellon, Pam Status: [n Treatment DOB: 01/12/1941 Age: 75 Years  Sex: Female  Race: White SSN: 0999
Registered On: 01/08/1991 Last Seen On: 09/14/2015 Next Scheduled: Address: 1830 N. State Chicago, IL 60601
Primary Care Coord: AuDuong, Bill Primary Program: South Follow Along Phone: 312-555-2153
Note:

Emergency Contact: P222, €222 312-555-2475 Presenting Problem:

Diagnosis:

Type 1CD9 ICD10 DSM5 R/O  Description

Primary 295.30 F20.0 No Paranoid schizophren.

Additional V71.09 203.89 No Encounter for observ...

Timeline Summary

GAF Score

Services 100

Med Changes  5g

Admit T Discharge T~

Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the
client's last name, first name and the client ID in parentheses.

M Tera (1651160) X @G eTnl Administration

Select Services from the Client banners.

The Services (#) window is displayed. View field definitions.

.
Services (9) @Al
5 A Tt
Show Services Only v |/ All Statuses v | Al Ciinicians v “Aoply Fiter
All Programs v |DOS From 11/03/2015 |ZH¥  DOSTo iiing
DOS v/ Procedure Status Clinician/Provider Program Location | Charge | Payment
05/03/2016 10:30 AM  Individual TheraBH 51 M..  Cancel (Co... ~ Acree, Lan SSW South Follow Along ~~ Assisted $72.75
02/11/2016 10:30AM  Individual Therapy 30M..  Scheduled  AuDuong, Bill LCSW South Follow Along ~ Hope Apts
01/28/2016 10:30 AM  Individual Therapy 30M...  Scheduled  AuDuong, Bill LCSW South Follow Along ~ Hope Apts
01/14/2016 10:30AM  Individual Therapy 30M..  NoShow  AuDuong, Bill LCSW South Follow Along ~ Hope Apts
12/17/201510:30 AM  Individual Therapy 30 M...  Scheduled  AuDuong, Bill LCSW South Follow Along Hope Apts
12/03/201510:30 AM  Individual Therapy 30 M.~ Scheduled  AuDuong, Bill LCSW. South Follow Along ~ Hope Apts
11/19/2015 10:30 AM  Individual Therapy 30 M. Scheduled  AuDuong, Bill LCSW South Follow Along Hope Apts
11/05/2015 11:00AM  Med Mngmnt Nurse 15...  Scheduled  Smith, Maxine RN South Follow Along ~ Hope Apts
11/05/2015 10:30 AM  Individual Therapy 30 M...  Scheduled  AuDuong, Bill LCSW South Follow Along Hope Apts

Filter the list to determine the records that are displayed. Tell me how...

To make a copy of an existing service, click on the date of service you want in the DOS
column.

The Service Detail page is displayed with the Service Detail tab active.



Client Services

. . N
Service Detail (oo Documerts —EICSIY save JES) 5% 80 |V

Service Detail | Billing Diagnosis |  Authorization(s)
Service o

ot

Bellon, Pam Status Cancel ¥ StartDate |05/03/2016 |EE™ Program | South Follow Along

B

Procedure individual TheraBH v Start Time [10:39 AM Duration Minutes

Clinician Name | Acree, Lan v End Time | 10:39 AM End Date 05/03/2016

Location Assisted Living v Attending v Referring v

meg‘f{”‘ W8S Other Person(s) Present Cancel Reason Agency or Clinician Cancelled v

r—

Charge 50.00 Balance Rate ID

¥ Billable Do Not Complete

Note

312-555-2153

Override Charge Overridden By
Comment Amount
Override Errors Overridden By
Warnings / Errors
Date Error Type Error Message Next Step
05/03/2016 11:07 AM 4408 Authorization for scheduled service missing for OP TRAD CAID MH-21301622

Custom Fields

Verify this is the service you want to copy.

Click the Save button.

10. Click the Copy Service icon in the task bar.

11

A copy of the Service Detail page is displayed. Notice that the date of service is changed
to the current day's date and the status is changed to Scheduled.

. Make changes on the Service Detail tab for this service, if needed. View field

definitions.

12. Click the Save button.

13. Click on the Billing Diagnosis tab to make it active.

14.

15.

16.

17.

The Billing Diagnosis tab is displayed.

Service Detalil [_save JI] x v

Service Detail || Billing Diagnosis

Billing Diagnosis
DX Axis 1 &1 DX Axis Il/Problem List.

295.30 - Paranoid schizophrenia

V71.09 - Encounter for observation for other suspected diseases and conditions ruled out

Re-Order Diagnosis ~ Refresh Diagnosis

Make changes on the Billing Diagnosis tab for this service, if needed. View field
definitions.

Click on the Save button.
If the Add-On Codes tab is present, click the Add-On Codes tab to make it active.

The Add-On Codes tab is displayed.
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18. Make changes on the Add-On Codes tab, if needed. Tell me how
19. Click the Authorization(s) tab to make it active.

The Authorization(s) tab is displayed.

Service Detail [CSH save JJ)

ro]

Service Detail | Billing Diagnosis | Add-On Codes | Authorization(s)

| Required Authorization(s)

Recalculate Excluding Selected Aftached and Available Authorizations i

Coverage Plan Name
No d displ
Attached Authorization(s)
Exclude | Authorization Id Authorization Code From To Units Used | Units Available |  Coverage Plan Status
No data to display
| Available Authorization(s)
Exclude | Authorization Id Authorization Code From To Units Used | Units Available |  Coverage Plan Status

20. Make changes on the Authorization(s) tab, if needed. View field

... View field definitions.

definitions.

21. Click the Save button.

22. When you are done making changes, click the Exit icon # 1o return to the Services list

page.

Why can't | access these screens?
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Move Documents between Dates of Service

From the client's Service Detail page, you can move documents. To move documents, means to
move a document(s) from one of the client's service to another service of that client's. Same
client??? When you move a document, the service you move the document from no longer has
a document attached to the service. The service date you moved the document from now has a
status of Error. The document is now attached to the service you moved it to.

You choose the dates of service that you are moving the document from and to. The date of
service currently displayed on the Service Detail page does not affect the move action.

To Move Documents between Dates of Service

1. Display the client you want to work with.

a. Todisplay a client, click the Open this Client drop down lit [_Cpen this Client M

b. Select the <Client Search> option.

The Client Search window is displayed. View field definitions.

Smartare e — e X
| |

Provider | All Providers v
Q )
Clear

Name Search Include Client Contacts Only Include Active Clients (Checking will not allow option to create new Client)

Last Name

First Name Program v

Other Search Strategies

e =
.
Records Found
D Master ID Client Name A | SSN/EIN | DOB Status City Primary Clinician Provider

No data to display

("Create Provider Client ||| Greate New Potential Glient | m
“Registration (Selected Client) || Inquiry (Selected Client) | Inquiry (New Client) |

2. Search for the client you want move documents for. Tell me how...
3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions.
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Client Summary

Summary
Client 1D: 394180

Name: Bellon, Pam

Services 100

Med Changes  5g

Registered On: 01/08/1991
Primary Care Coord: AuDuona, Bl

Master Client ID:

Status: In Treatment

Last Seen On: 09/14/2015

Emergency Contact: P222, C222 312-555-2475

GAF Score

DOB: 01/12/1941
Next Scheduled:
Primary Program: South Follow Along
Note:

Presenting Problem:

Diagnosis:

Type

primary
Additional

1CD9
295.30
V71.09

Timeline Summary

Age: 75 Years

Sex: Female  Race: White

SSN: 0999

Address: 1830 N. State Chicago, IL 60601

D10
F20.0 No
703.89 No

Phone: 312-555-2153

DSMS  R/O  Description

Paranoid schizophren.
Encounter for observ..

Admit T

Discharge 7

4. Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the
client's last name, first name and the client ID in parentheses. Notice that the client tab is
dark blue. This indicates that the banners that are displayed are specific to client
activities you can perform.

My Office

Abbott, Tera (1651160) X [t

Administration

5. Select Services from the Client banners.

The Services (#) window is displayed. View field definitions.

Services (9)

‘Show Services Only

Al Programs

DOs v
05/03/2016 10:39 AM
02/11/2016 10:30 AM
01/28/2016 10:30 AM
01/14/2016 10:30 AM
12/17/2015 10:30 AM
12/03/2015 10:30 AM
11/19/2015 10:30 AM
11/05/2015 11:00 AM
11/05/2015 10:30 AM

Procedure

Individual TheraBH 51 M,

Individual Therapy 30 M...

Individual Therapy 30 M.

Individual Therapy 30 M...

Individual Therapy 30 M.

Individual Therapy 30 M...

Individual Therapy 30 M.
Med Mngmnt Nurse 15...
Individual Therapy 30 M.

v || All Statuses

v |DOS From | 11/03/2015 | E™

Status
Cancel (Co.
Scheduled
Scheduled
No Show
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled

Clinician/Provider
Acree, Lan SSW
AuDuong, Bill LCSW
Aubuong, Bill LCSW
AuDuong, Bill LCSW
Aubuong, Bill LCSW
AuDuong, Bill LCSW
Aubuong, Bill LCSW
Smith, Maxine RN
Aubuong, Bill LCSW

v | Al Clinicians

DOS To iiing

Program

South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along

Location

Assisted

Hope Apts
Hope Apts
Hope Apts
Hope Apts
Hope Apts
Hope Apts
Hope Apts
Hope Apts

Apply Fiter

Charge | Payment
$72.75

6. Filter the list to determine the records that are displayed. Tell me how...

7. Click on the hyperlinked date of service in the DOS column.

The Service Detail page is displayed with the Service Detail tab active.
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Service Detail E Q% ¢l o X806 v
Service Detail | Billing Diagnosis | Authorization(s)

Service o
Bellon, Pam Status Cancel v | StartDate |05/03/2016 ¥ Program | South Follow Along v
Procedure Individual TheraBH v Start Time |10:39 AM Duration Minutes
Clinician Name | Acree, Lan v End Time |10:39 AM End Date 05/03/2016
Location Assisted Living v Attending v | Referring v
pre:‘;”t W8S Other Person(s) Present Cancel Reason Agency or Clinician Cancelled v
Charge 50.00 Balance Rate ID
@) Bilable Do Not Complete

Note

312-555-2153

Override Charge Overridden By
Comment Amount
Override Errors Overridden By
Warnings / Errors
Date Euror Type Error Message Next Step
05/03/2016 11:07 AM 4408 Authorization for scheduled service missing for OP TRAD CAID MH-21301622

Custom Fields

8. Click on the Move Documents button in the task bar.

The Move Documents window is displayed.

O

= L )
=
Move Document From Preview

Select the service which has the existing document that you would like moved. That document will be moved to the current service. After clicking "Move Document' the
{ status of the service in "Move Document from' will be set to 'Error’ and no document will exist for that service.

Clinician : Acree, Lan

1| | All Statuses ¥ || All Programs v Other Apply Filter
i | DOS From i3l DOS To Ev
DOS Procedure Name Status Clinician Name Program Name

No data to display

9. Filter the list to determine the records that are displayed. Tell me how...
10. Click the Apply Filter button.
The records that match your search filters are displayed.

11. Find the document that you want to move.

12. Click on the hyperlinked date of service in the DOS column to view the details of the
document.
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13. Click on the Preview tab to view the details of the document. True???

‘ SmartCare X

i e | o |

Move Document From Preview

1| clent: % Effective Date: Author: Status:
|

14. When you are ready to move the document, click the Move Document button on the
Move Document window.

15. Click the Close button to close the window.
The Service Detail page is displayed.

Why can't | access these screens?
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Print a Clinical Summary

To Print the Clinical Summary

Display the client you want to work with.

b. Select the <Client Search> option.

Client Services

You print a clinical summary for a client at the end of a service. If the patient declines the

summary, you click the Client Declined button which ensures the effort to produce the summary
is added to Meaningful Use statistics.

a. Todisplay a client, click the Open this Client drop down lit [_Open tis Ciient M

The Client Search window is displayed. View field definitions.

[Smartcare

b4

©
|
Provider All Providers v
Name Search Include Client Contacts Only Include Active Clients (Checking will not allow option to create new Client)
Type of Client @ Individual () Organization
Last Name | First Name Program v
Other Search Strategies
[ s
v
Records Found
‘ ‘ D |Master ID | CllentNeme & | sS/EIN ‘ DB | sttws [ty | primery Clinician | provider

No data to display

Create Provider Client ||| Create New Potential Client ! [ cance |
Registration (Selected Client) || nauiry (Selected Ciient) | Inquiry (New Client)

2. Search for the client you want to print a clinical summary for. Tell me how...

3. When the client you want is displayed and selected, click the Select button.

The Client Summary page is displayed. View field definitions.
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Client Summary
Summary

Client ID: 394180 Master Client ID:
Name: Bellon, Pam

Registered On: 01/08/1991
Primary Care Coord: AuDuona, Bl

Status: In Treatment

Emergency Contact: P222, C222 312-555-2475

Last Seen On: 09/14/2015

DOB: 01/12/1941
Next Scheduled:

Age: 75 Years

Primary Program: South Follow Along
Note:
Presenting Problem:

Sex: Female  Race: White

SSN: 0999

Address: 1830 N. State Chicago, IL 60601

Phone: 312-555-2153

Diagnosis:
Type 109 10010 DSM5  R/O  Description
Primary 295.30 F20.0 No Paranoid schizophren.
Additional V7109 20389 No Encounter for observ..
Timeline Summary
GAF Score
Senvices 100
Med Changes 50
0
Jun ul Aug Sep Nov Dec  Jan Feb Mar Apr May
Admit T Discharge T~

4. Notice that a Client tab is displayed to the right of the My Office tab. The tab displays the
client's last name, first name and the client ID in parentheses. Notice that the client tab is
dark blue. This indicates that the banners that are displayed are specific to client
activities you can perform.

My Office

Abbott, Tera (1651160) X [t

Administration

5. Select Services from the Client banners.

The Services (#) window is displayed. View field definitions.

Services (9)

‘Show Services Only

Al Programs

DOs v
05/03/2016 10:39 AM
02/11/2016 10:30 AM
01/28/2016 10:30 AM
01/14/2016 10:30 AM
12/17/2015 10:30 AM
12/03/2015 10:30 AM
11/19/2015 10:30 AM
11/05/2015 11:00 AM
11/05/2015 10:30 AM

6.

Procedure

Individual TheraBH 51 M,

Individual Therapy 30 M...

Individual Therapy 30 M.

Individual Therapy 30 M...

Individual Therapy 30 M.

Individual Therapy 30 M...

Individual Therapy 30 M.
Med Mngmnt Nurse 15...
Individual Therapy 30 M.

v || All Statuses

v |DOS From | 11/03/2015 | E™

Status
Cancel (Co.
Scheduled
Scheduled
No Show
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled

Clinician/Provider
Acree, Lan SSW
AuDuong, Bill LCSW
Aubuong, Bill LCSW
AuDuong, Bill LCSW
Aubuong, Bill LCSW
AuDuong, Bill LCSW
Aubuong, Bill LCSW
Smith, Maxine RN
Aubuong, Bill LCSW

v | Al Clinicians

DOS To

Program

South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along
South Follow Along

i

Location

Assisted

Hope Apts
Hope Apts
Hope Apts
Hope Apts
Hope Apts
Hope Apts
Hope Apts
Hope Apts

OBlx
Apply Fitter
Charge | Pavment
$72.75

Filter the list to determine the records that are displayed. Tell me how...

7. Click on the hyperlinked date of service in the DOS column.

The Service Detail page is displayed with the Service Detail tab active. View field
definitions.
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11.

Client Services

Service Detail

Service Detail Billing Diagnosis Authorization(s)
Service
Belon. 7o sotus

Procedure Individual TheraBH

Clinician Name | Acree, Lan

v

Cancel

Location Assisted Living v Attending
Cllent was other person(s) Present

present

@ Billable Do Not Complete

Comment
Warnings / Errors

Date Euror Type Error Message

05/03/2016 11:07 AM 4408

v| StartDate |05/03/2016 |EHY program | South Follow Along
10:39 AM Duration Minutes
End Time |10:39 AM End Date 05/03/2016
v | Referring
Cancel Reason Agency or Clinician Cancelled
$0.00 Balance Rate ID
Note
312-555-2153
Override Charge
e Overridden By

Override Errors.

Overridden By

Next Step

Authorization for scheduled service missing for OP TRAD CAID MH-21301622

[CSH_sove_ JH) C

(]

v

Custom Fields

Click the print the clinical summary icon [ in the task bar.

/X WO v

The Clinical Summary window is displayed. Tell me how to View the Clinical Summary

Document.

Include Section

¥ Allergies

@/ Clinical Instructions

@) Current Diagnosis/Problem List
@ Current Mediciation

| Future Orders/Tests Initiated/Pending During
Visit

@) Immunization Administrated During Visit
@) Medication Administrated During Visit

¥ Orders/Tests Initiated/Pending During Visit
¥ Participants/Care Team

¥ Patient Education/Decision Aides

@ Plan of Care

@) Procedure/Interventions Performed During Visit
) Procedures During Visit

@) Reason For Visit

| Referral to Other Providers

¥ Result Reviewed Date of Visit

¥) Smoking Status

@) Up Coming Appointments

¥ Vital Signs

ClinicalSummaryMain

Summary of Visit

1009 N. Georgetown St Round Rock TX 78664
Provider: AuDuong, Bil
Hope Apts

Client Information

Location:

Client Name: Sex: Female

Race:

Bellon, Pam
White

Ethnicity: Not of Hispanic Origin

Preferred Language:  English

Participants/Care Team

Primary Physician:

Address:

Phone Number: Phone Number:
Reason For Visit

Reason for Visit:

Current Diagnosis/Problem List as of 02/11/2016

No Information Available

Phone:  (512) 887-9987

Date:  02/11/2016

Date of Birth: 01/12/1941

: AuDuong, Bill

D S S

Notice in the Include Section, that all components of the clinical summary are listed and
selected. If an option is selected, the information appears on the printed Summary.

To avoid including a component on the printed Clinical Summary, deselect the

components you do not want included and click the Generate button to re-display the
Summary with those components removed.

in the window does display a print dialogue window.

To print the Summary, click the Print button. Nothing happened. However, the print icon
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12. If the client declines a copy of the printed Summary, click the Client Declined button.
Although you do not print a Summary for the client, the activity is counted in Meaningful
Use statistics when you click the Client Declined button.

13. You can export the Clinical Summary to an .xml format file. To do this, click the Export
button. The exported file is displayed in the download bar at the bottom of your screen.

14. Click on the download document icon to open the document.

Patient.2.33202 (1).xml

When you click on the download document icon, the Print Summary window is closed
and the Service Detail page is displayed.

10. When you are finished working with the Clinical Summary, click the Exit B button in the
top right corner of the window.

Why can't | access these screens?
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Reschedule a Service for a Client

Any status required to reschedule a service? Cannot reschedule a service that has a status of
Show?

The procedure for re-scheduling a service for a client is different depending on the type of
service you are rescheduling.

Reschedule a Group Service

Reschedule an Individual Service for a Client

Reschedule a Group Service
There are two ways you can reschedule a group service. You can:

e Access the group service date of service

e Access a member of the group service you want to reschedule

Access the Group Service to Reschedule
You can only reschedule a group service with a status of Scheduled.
1. Follow this path: My Office > Groups/Day Services/Group Services.

The Group Services (##) list page is displayed. View field definitions.

Group Services (78) B %
All GroupType v | [ Al Groups. v | [ Al Staff v | [ Al Statuses v | [ All Programs LAl ooy Fitter |
Custom ¥ | From |12/01/2015 | Z3¥ To 05/10/2016 |ZE¥ Other v

Group Clients | Status Date Program Staff 1 Staff 2 Staff 3 Staff 4

1:SocDevelo. 7 Show 12/18/201503:00PM Older Adul...  Avila, Stace...

2TestDevel . 1 Scheduled  04/15/2016 03:00PM South Subu... Stone, Susan

ASD Behavior. 2 Show 12/03/2015 01:00PM South Apar...  Freiley, Sus...

ARD Behavior. 4 Show 03/18/2016 01:00 PM South Apar...  Freiley, Sus... Freley, CSu.

ACT\Growp 5 Show 01/12/2016 09:00 AM Adult Inpa... ~ Avila, Stace.. Avila, Syste... Freiley, Sus... Mauritz, Kat..

ACT\Growp 5 Show 01/10/2016 09:00 AM Adult Inpa... ~ Avila, Stace.. Avila, Syste... Freley, Sus... Stone, Susan

ACT\Growp 5 Scheduled  03/29/2016 09:00AM Adult Inpa... ~ Freiley, Sus... Stone, Susan

AP-Group 2 Show 01/11/2016 08:00 AM Brookhaven... Freiley, Sus... Stone, Susan

AP-Group 2 Show 01/11/2016 08:00 AM Brookhaven... Freiley, Sus... Stone, Susan

AP-Group 2 Scheduled  01/12/2016 08:00 AM Brookhaven... Freley, Sus... Stone, Susan

AP-Group 2 Show 01/26/2016 08:00AM Brookhaven...  Frelley, Sus... Stone, Susan

AP-Group 3 Show 03/15/2016 08:00 AM Brookhaven... Freiley, Sus... Mauritz, Kat...

Brown Gare . 5 Show 02/16/2016 06:00AM MAU Shelte... Dela Fuente..  Ynclan, Beck...

Clubhouse 1 Show 12/07/2015 09:00 AM South Subu... Garcia, Kyla Freiley, Sus...

Clubhouse 1 Show 01/04/2016 02:00PM  South Subu... ~ Andes, Cynth.

Clubhouse 5 Show 01/26/2016 04:00PM South Subu...  Freiley, Sus...

Clubhouse 3 Show 01/26/2016 04:00 PM South Subu... ~ Freiley, Sus.

Coping Skill 5 Scheduled  03/30/2016 12:30PM Adult Ment...  Basevitz, Tr... Spencer, Kim

Day Sevices 3 Scheduled  12/04/201502:00PM TRI Servic...  Avila, Stace.

Day Services 3 Scheduled  12/11/201502:00PM TRIServic...  Avila, Stace...

2. Filter the list to determine the records that are displayed. Tell me how...

3. Find the group and date of service that you want to reschedule.
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4. Click on the date of service in the Date column that you want to reschedule.

The Group Service Detail page is displayed. View field definitions.

Group Service Detail " ElOx o0 ¥
Service Custom Fields
Group Staff. Add Staff..
Group Clubhouse Sl Staff Name unit  Type Start End
Date 06/08/2016 | Elv & X Anderson, Hale 300 Minutes  [10:00 AM 3:00 PM
Location Community Mental Healt ¥ | Specific Location
Status Scheduled
Clients Show Clients With Errors 2 s i =
Service Information | Custom Fields | Billing Diagnosis | Warnings and Errors

X Abbott, Amanda
X ® Cabrera, Bill (7]

x Calder, Nate

«

EEECEEEERE
LELCEEEET

Procedure | Group Therapy

;}

Start 10:00 AM| Duration 300.00 | Minutes (§E2

End 3:00 PM
Time In

Time Out

Status Scheduled

«

Cancel Reason|

Program South Suburbs CFR
Clinician Anderson, Hale
Attending

Billable v

<« <«

5. Click on the calendar 2 icon next to the Date field to select a new date.

The calendar icon drop down is displayed.

12 13 14

19 20 21
26 27 28
Select date

6. Click on a new date to reschedule the group service.

The date is changed in the Date field on the Group section of the Group Service Detail
page Service tab.

7. Make other changes to the scheduled group service, if needed.

8. Click the Save button in the task bar.

9. Click the Exit *icon in the task bar.
The Group Services (###) list page is displayed.
Access a Member of the Group Service to Reschedule

1. Display the Service Detail tab with the client's data appearing for the date of service you
want to reschedule. Tell me how to display the Service Detail tab.

2. Click the Reschedule Service icon in the task bar.
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3. If the client is a member of a group and you selected a service that is a group service,
the Group Service Detail page is displayed for the group service. View field definitions.

Group Service Detail " El o x 80 v
Service Custom Fields
G
Group Staff POTSET:
Group Comment
Group Clubhouse JLLliClLLL Staff Name unit  Type Start End
Date 06/08/2016 |ElY & X Anderson, Hale 300 Mintes  [10:00AM|  B:00PM
Location | Community Mental Healt v | Specific Location
|| status Scheduled
Clients Show Clients With Errors~ »2 o i =
Service Information | Custom Fields | Billing Diagnosis | Warnings and Errors
X Abbott, Amanda
X ¥ cabrers, il 2] Procedure | Group Therapy (2] “sctar | “satsome | [N
x (et Start 10:00 AM|  Duration 300.00 | Minutes ({EERAT (St
End 3:00 PM SetAll'| St Some |
Time In SerAT | st some’ |
Time Out Srsome |
Status Scheduled L2 “sotar | “setsome |
Cancel Reason] Sot Some |
Program South Suburbs CFR R "setAr | Satsome |
Clinician Anderson, Hale fa] "setar | “satsome |
Attending 2] “SctAi | setsome ||
Billable v SetAll' | "Set Some |

4. Click on the calendar “#* icon next to the Date field to select a new date.

The calendar icon drop down is displayed.

? January, 2016 x

« < Today > »

wk [Mon Tue Wed Thu Fri Sat Sun

53 1 2 3
5 6 7 8 9

Select date

5. Click on a new date to reschedule the group service.

The date is changed in the Date field on the Group section of the Group Service Detail
page Service tab.

6. Make other changes to the scheduled group service, if needed.

7. Click the Save button in the task bar.

8. Click the Exit xicon in the task bar.
The Service Detail page is displayed.
Reschedule Individual Service for a Client

1. Display the Service Detail tab with the client's information appearing for the date of
service you want to reschedule. Tell me how to display the Service Detail tab.

2. Click the Reschedule Service icon in the task bar.
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The My Calendar page is displayed. The calendar for the staff member who was
assigned to the service where you clicked on the Reschedule Service icon is displayed.
View field definitions.

( My Calendar x
= e
[ | Single-Staff View ¥ || Acree, Lan SSW v | 15 Minutes Intervals ¥ Single Stafr Showing 1-1/1 ‘Apply Fiter

% Calendar ™ Service “HPrimary Care “HResource ™ Today [{Day |(Hjweek|f{Month “Refresh ¢ p May12016-May7

Acree, Lan
Sun Mon Tue Wed

Thu Fri sat
5/1 5/2 5/3 5/4 5/5 5/6 5/7

1:00 PM

>
2:00 PM

3:00 PM

3. Find a date and time when you want to reschedule the client's service.
4. Click in the date and time space on the calendar.

The New Entry Type window is displayed.

New Entry Type

New Calendar Entry
New Service Entry
New Primary Care Entry
New Resource Entry

®) Reschedule

Select Cancel Reason v

OK Cancel

5. Select the Reschedule option.
6. Select a Cancel Reason from the drop down list.
7. Click the OK button.
The Service Detail page is displayed with the service information from the service you are

rescheduling showing with the new date and time you indicated on the calendar. View
field definitions.
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. h F Move Documerts. =
Service Detail TAGE DOCUMENTS. [“save JHD) x 0 %
Service Detail | Billing Diagnosis | Add-On Codes
Service o
ot
Cabrera, Bil Status | Scheduled v | StartDate |05/18/2016 |EE¥ Program | TBD South Suburbs SEP v

e odtor
Procedure Pharm Mng v Start Time [1:00 PM Duration |60 Minutes
Clinician Name | Hensley, Katie v End Time |2:00 PM End Date  05/18/2016
Location Islander House v | Attending v | Referring v
o) Qlient was other person(s) Present Cancel Reason
present
oo
Charge $250.00  Balance Rate ID 1280
¥ Billable Do Not Complete

Note (7]

312-555-7885

! Override Charge Amount|$250.00 | Overridden By Hensley, Katie

Comment
Override Errors Overridden By
Warnings / Errors
Date Error Type Error Message Next Step

No data to display

Custom Fields

8. Change information on the rescheduled service, if needed.

9. Click the Save button.

10. Click the Exit xicon in the task bar.

The My Calendar page is displayed with the original date information displayed. The
service you rescheduled has been moved.

11. Click the Exit % icon to close the My Calendar page(s).
The Service Detail page is displayed.

Why can't | access these screens?
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Schedule a Follow-up with a Client

When you click the Schedule Follow-Up “ icon on the Service Detail page for a specific
client, the My Calendar page is displayed with the assigned staff member from the service
record that was displayed selected.

( My Calendar x
= e
() Sinale-Staff View ¥ | Acree, Lan SSW v || 15 Minutes Intervals ¥ Sigie St Showing 1-1/1

% Calendar ™ Service i Primary Care “fResource ™ Today [Day |[jweek|if{Month " Refresh ¢ b May12016-May7

Acree, Lan
Sun Mon Tue Wed Thu Fri
5/1 5/2 5/3 5/4 5/5 5/6

g
SE

1:00 PM

>
2:00 PM

3:00 PM

1. Find the date and time when you want to schedule a follow-up visit. Tell me how... View
field definitions.

2. Change the intervals you view on the calendar, if desired. Tell me how...
3. Change the view of the calendar, if needed. Tell me how...
4. Click in the time slot on the day when you want to schedule the follow-up visit.

The New Entry Type window is displayed. View field definitions.

‘ New Entry Type

| () New Calendar Entry

®) New Service Entry

New Primary Care Entry

|
I New Resource Entry

5. Select the New Service Entry option to schedule a follow-up visit.

6. Click the OK button.
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The Service Detail page for the follow-up visit is displayed with the date and time you
selected on the calendar.

Service Detail [CSIL 5=« JI9) 5% 80 ¥
Service Detail | _Billing Diagnosis | Authorization(s)
Service o
et
Bellon, Pam Status Cancel V| StartDate |05/03/2016 |E&Y Pprogram | South Follow Along v
————
Procedure individual TheraBH v Start Time |10:39 AM Duration Minutes
Cliniian Name | Acree, Lan v End Time |10:30 AM End Date |05/03/2016
Location Assisted Living v Attending v | Referring v
e Eg“f‘"t Was  Gther Person(s) Present Cancel Reason Agency or Clinician Cancelled v
oo |
Charge $0.00 Balance Rate ID
¥ Billable Do Not Complete
Note

312-555-2153

Override Charge Overridden By
Comment Amount
Override Errors Overridden By
Warnings / Errors
Date Error Type Error Message Next Step
05/03/2016 11:07 AM 4408 Authorization for scheduled service missing for OP TRAD CAID MH-21301622

Custom Fields

7. Make changes on the Service Detail page, if needed. Tell me how...
8. When the follow-up visit is complete, click the Save button in the task bar.

The icons in the task bar are activated and you can complete other procedures for this
client related to services.

9. Click the Exit % icon in the task bar to return to the Services list page.

Why can't | access these screens?
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View the Clinical Summary Document before Printing

1. With the Print Clinical Summary window displayed, move the cursor over the document

image.

These icons appear on the image. Refer to the icon definitions table below the image for
a definition of each icon.

ClinicalSummaryMain

Client ID: 394180

General Informatiol
H Phone: (512) 887-9987
9 N. Georgetown St Round Rock TX 78664

Organization: CM
Address: 100!

Page 1 of 2

Summary of Visit

n

Provider: AuDuong, Bill Date: 02/11/2016

Location: Hope Apts

Client Information

Client Name: Bellon, Pam Sex: Female Date of Birth: 01/12/1941

Race:

Ethnicity:

White

Not of Hispanic Origin

Preferred Language:  English

Participants/Care Team

Primary Physician:
Address:
Phone Number:

Reason For Visit

Reason for Visit:

Current Diagnosis/

Primary Clinician: AuDuong, Bill
Address:
Phone Number:

Problem List as of 02/11/2016

No Information Available

Encounter Information

No Information Available

Bencadicas Puina

Icon Definitions

it ae ~f AB711 13098

Field

Required?

Description

\When you hover your cursor

over the Clinical Summary image, these icons are displayed.

Page numbers

'The number to the right of the slash / indicates the number of
pages in the summary document. The number to the left of the
slash identifies the number of the page that is displayed.

Use the PgDn button on your keyboard or the scroll bar in the
image to move to a different page.

Click this icon to rotate the image of the summary document
clockwise on quarter turn. To return to the original display, you can

Rotate. keep clicking the icon to continue rotating the document clockwise
clockwise @ quarter turn.

E Click the icon to download a copy of the summary document to the
Download local drive on your computer.

document

Print document

Click this icon to print the document.

33




Client Services

4L
ar

Fit the Click this icon to increase the size of the document to page-size.

document to
age size

+

Zoom in to Click this icon to zoom in to magnify the view of the document.
magnify the
view of the
document

Zoom out to Click this icon to zoom out to decrease the view of the document.
decrease the

view of the
document.

Return to the Print Clinical Summary topic.
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Client Summary Page Field Definitions

Client Summary
Summary
Client ID: 394180

Name: Bellon, Pam

Registered On: 01/08/1991
Primary Care Coord: AuDuond, Bil

Emergency Contact: P222, C222 312-555-2475

GAF Score

Services 100

Med Changes s

Status: In Treatment

Last Seen On:

Master Client ID:

DOB: 01/12/1941

09/14/2015  Next Scheduled:

Primary Program: South Follow Along

Note:
Presenting Problem:

Diagnosis:
Type
Primary
Additional

109
29530
V71.09

Timeline Summary

Age: 75 Years

Sex: Female  Race: White SSN: 0999

Address: 1830 N. State Chicago, IL 60601
Phone: 312-555-2153

1CD10
F20.0
203.89

DSM5  R/O  Description
No Paranoid schizophren...
No Encounter for observ..

oct Nov

Admit T Discharge

A Yes in the Required? column below identifies those fields that are required in the Core
SmartCare system. Your system may have been customized to require additional fields.

Field Required? [Description
Summary
Client ID Identifies the system-assigned number created for the client when

first registered.

Master Client
ID

What is this?7??

Name Identifies the client's last name, first name.
Identifies the client's current status. Statuses are:
Status
DOB Identifies the client's date of birth.
Age Identifies the client's age.
Sex Identifies the client's sex.
Race Identifies the client's race.
SSN Identifies the last four digits of the client's social security number.

Registered On

Identifies the date when the client was registered in the system.

Last Seen On

Identifies the last date the client was seen in the facility.

Next Identifies the next scheduled visit for the client.
Scheduled
Address Identifies the client's address.

Primary Care
Coord

Identifies the client's assigned primary care coordinator.

Primary e . C .
Program Identifies the primary program that the client is enrolled in.
Phone Identifies the client's phone number.

Note Identifies any note entered where??? for the client.
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Emergency Identifies the client's emergency information and phone number.
Contact
Presenting Identifies the client's presenting problem for this visit.
Problem
Diagnosis Identifies the diagnoses assigned to the client for this visit. The
9 information is arranged in a table.
Notice that the Types set up columns for the diagnosis code
information table. Headings are:
o |ICD9
e ICD10
Type e DSM5
e R/O (rule out)
e Description
Primar This row identifies the primary diagnosis for the client. Entries may
y be listed in each column.
Additional This row identifies any additional diagnoses for the client. Entries
may be listed in each column.
Timeline Summary
GAF Score Identifies the GAF (Global Assessment of Functioning) score for
the client on the graph.
The items on the Y-axis are:
e Hospitalization 0
Y-axis e Med Changes 50
e Services 100
X-axis The items on the X-axis are the months of the year.
Flags The red flag identifies an admission; the green flag identifies a
9 discharge.
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Group Service Detail Page Service Tab Field Definitions

Group Service Detail

Service Note Custom Fields

Group

Group Comment
Group

Date

12 Step Group A&D
05/09/2016 | EHv &
5000 W Raosevelt

Scheduled

Location v | Specific Location

Status

P+

Clients Show Clients With Errors

Gale, Ciji
Gonzales, Veronica

Griffith, Shania

288

James, Bonnie
Jepson, Veronica
Perkins, Beth
Stathos, Cheryl

MIN XXX | XX X

Weideman, Andrea

3| [ save JEMNR 4
— =
Staff Name Unit Type Start End
>( Kochevar, Emi 90 Minutes
o]
Service Information Custom Fields Billing Diagnosis ‘Warnings and Errors
Procedure Group TheraBH Y - TAI |
A start 10:30AM| Duration 90 | Minutes ({SERATN) S
Time Out "SEAI | "Sersome” |
Status Scheduled fall Sctai| "set some
Program South Suburbs Outpatient LVL 1 v -l Set All
Clinician Kochevar, Emilie Ad -' SetAl
Bilable v EOEES

A Yes in the Required? column below identifies those fields that are required in the Core
SmartCare system. Your system may have been customized to require additional fields.

Field Required? [Description
Group
G Identifies the group name assigned to the group when the group
roup :
was first set up.
Date Identifies the first date the group service meets. Defined when the
group service was set up.
Make ITo make a group service recurring for a new group service,
Recurring icon complete the Service tab, including the Service Information sub-tab
= for each client, then click the Make Recurring icon. Tell me how...
Location Identifies the location set up for the group.
Identifies the status of the group service. When the group service is
Status first set up, the status shows as Scheduled. When the service has
occurred and the clients have been checked in, the status appears
as Show.
G Enter a comment about the group. You can enter unlimited
roup : i [ if nter more characters
Comment characters Alscroll par is prpwded if you e
than can be viewed in the window.
Enter specific information t identify the location of the group
Specific meeting. You can enter unlimited characters. A scroll bar is
Location provided if you enter more characters than can be viewed in the
window.
Clients
Show Clients Click to display only clients with errors in the list. Grayed out
\With Errors ) |
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icon

Search for

Client icon Click the magnifying glass +’ iconto display the Client Search

pe window to search for a client to add to the group. Tell me how...

Add Client

from Roster . . g i )

icon Click the green plus sign icon to select a client from the list

e of clients set up in the group. Tell me how...

Add Client i—

from Program Click the list *= icon to select a client from a list of all clients
enrolled in the program assigned to the group when it was set up.

Tell me how...

Scroll list icon
- P

If the list of clients enrolled in the group is longer than can be

displayed in the Clients list window, this icon O s displayed.
Click the left arrow to display from the top of the list. Click the
right arrow to scroll down in the list.

Show Service

Report icon Click the show service report “ icon to display the service

= report for the group service. View field definitions.

b Click the X icon to the left of a client's name to delete the client
from the list of clients enrolled in the group service.

Client name Identifies the client's last name, first name who is enrolled in the
group service.

Information The information & icon next to a client's name indicates there is

icon information about the client that needs attention in the system.

) Hover your mouse cursor over the icon and an information pop-up

box is displayed that contains the information.

Service Information tab

Select a
client's name

When you click on a client's name in the list of clients, the
information displayed to the right in the four tabs is specific to the
selected client. This allows you to work on each client individually.
When you click on the client, notice that the client's row is white
and all other client rows are blue.

However, the action you take on a single client can be passed to all
clients in the list or to some clients using the buttons to the right in
the tab.

\Warning icon

The yellow flag icon indicates that the selected client's information
is different than the other clients in the list for this group service.

A The icon is displayed to the left of each field that contains different
values.

Procedure Identifies the procedure code used to bill for the group service.

Start Identifies the scheduled start time of the group service.

Duration Identifies the amount of time by unit that the group service takes.

End Identifies the scheduled end time for the group service.

Time In Identifies when the client arrived for the group service.
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Time Out Identifies when the client left the group service.
Status Identifies the client's status for this group service.
Cancel If capcelled is selected in the Status drop QOwn, a Cancel.rea.son is
Reason required. The Can_cel Reason dr_op down list becomes active if you
choose cancelled in the Status field.
Program Identifies the program that is assigned to the group service.
Clinician Identifies the clinician identified for the group service.
Attending |dentifies the attending physician for the group or client.
Identifies whether or not the group service is billable. If the Billable
Billable check box is deselected, the group service does not create a

charge and will not be included on a bill to the payer.

Set All button

When you make a change in a field for a selected client, you can
cascade the change to all clients in the list by clicking the Set All
button. No changes appear on the screen when you click this
button, but if you select a client's row, you will see that the
information in the field was changed.

[The button is grayed out for any field that you cannot edit.

Set Some
button

When you make a change in a field for a selected client, you can
cascade the change to specific clients in the list by clicking the Set
Some button. When you click the Set Some button, the "" window
is displayed. Select the clients whose information you want to
change.

No changes appear on the screen when you click this button, but if
you select a client's row, you will see that the information in the
field was changed.

The button is grayed out for any field that you cannot edit.

Custom Fields tab

Billing Diagnosis tab
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Group Services List Page Field Definitions

Group Services (78)

All GroupType ¥ | All Groups v | All Staff v || All Statuses v | | All Programs v
Custom ¥ | From 12/01/2015 | Z5]* To 05/10/2016 | &%  Other v

Group Clients | Status Date Proaram Staff 1 Staff 2 Staff 3 Staff 4
1-SocDevelo.. 7 Show 12/18/2015 03:00 PM Older Adul...  Avila, Stace...

2-Test.Devel. 1 Scheduled 04/15/2016 03:00 PM South Subu...  Stone, Susan

A&D Behavior. 2 Show 12/03/2015 01:00 PM South Apar...  Freiley, Sus...

A&D Behavior. 4 Show 03/18/2016 01:00 PM South Apar...  Freiley, Sus... Freiley, CSu...

ACT vGroup 5 Show 01/12/2016 09:00 AM Adult Inpa...  Avila, Stace... Avila, Syste... Freiley, Sus... Mauritz, Kat...

ACT vGroup 5 Show 01/10/2016 09:00 AM Adult Inpa...  Avila, Stace... Avila, Syste... Freiley, Sus... Stone, Susan

ACT vGroup 5 Scheduled  03/29/2016 09:00 AM Adult Inpa...  Freiley, Sus... Stone, Susan

AP-Group 2 Show 01/11/2016 08:00 AM Brookhaven... Freiley, Sus... Stone, Susan

AP-Group 2 Show 01/11/2016 08:00 AM Brookhaven... Freiley, Sus... Stone, Susan

AP-Group 2 Scheduled ~ 01/12/2016 08:00 AM Brookhaven... Freiley, Sus... Stone, Susan

AP-Group 2 Show 01/26/2016 08:00 AM Brookhaven... Freiley, Sus... Stone, Susan

AP-Group 3 Show 03/15/2016 08:00 AM Brookhaven... Freiley, Sus... Mauritz, Kat...

Brown. Garre 5 Show 02/16/2016 06:00 AM MAU Shelte... De La Fuente ‘Ynclan, Beck...

Clubhouse 11 Show 12/07/2015 09:00 AM South Subu...  Garcia, Kyla Freiley, Sus...

Clubhouse 11 Show 01/04/2016 02:00 PM South Subu...  Andes, Cynth...

Clubhouse 5 Show 01/26/2016 04:00 PM South Subu...  Freiley, Sus...

Clubhouse 3 Show 01/26/2016 04:00 PM South Subu...  Freiley, Sus...

Coping Skill_ 5 Scheduled 03/30/2016 12:30 PM Adult Ment...  Basevitz, Tr... Spencer, Kim

Day Services 3 Scheduled 12/04/2015 02:00 PM TRI Servic... Avila, Stace...

Day Services 3 Scheduled 12/11/2015 02:00 PM TRI Servic... Avila, Stace...

A Yes in the Required? column below identifies those fields that are required in the Core
SmartCare system. Your system may have been customized to require additional fields.

Field Required?Description

Filter

Select from the drop-down list to filter data to display below.
Options are:

All Group e All Group Types

Type
¢ Choose from a list of all group types in the system

Select from the drop-down list to filter data to display below.
Options are:

All o All Groups

Groups
e Choose from a list of all groups in the system

Select from the drop-down list to filter data to display below.
Options are:
All Staff e All Staff

¢ Choose from a list of all staff members in the system

All Select from the drop-down list to filter data to display below.
Statuses Options are:
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ke All Statuses
e Scheduled
¢ Scheduled and Show

e Complete

Select from the drop-down list to filter data to display below.
All Options are:

Programs 1 All Programs

2 Choose from a list of all programs in the system

Select from the drop-down list to filter data by date to display
below. Options are:

e Today
o This Week
e Next Week
¢ Last Week
Custom
e This Month
¢ Next Month
e Last Month
e Custom - select this option to set a range of dates in the
From and To fields.
From If you chose Custom in the previous drop down list, use the

calendar icon to choose a beginning of group services to display.
To If you chose Custom in the previous drop down list, use the
calendar icon to choose an end for group services to display.
Select from the drop-down list to filter the data to display below.

Options are:
th
Other * Other
o Is this a custom list???
List
G Identifies the name of the group, Click the hyperlinked group
roup . ; :
name to modify the group information.
Clients Identifies how many clients are scheduled to attend the group
service.
Status Identifies the status of the group service. Statuses are:
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ko Scheduled
e Show
¢ Complete

e Cancelled???

Date Identifies the scheduled date of service.

Program Identifies the program that the clients are enrolled in.

Staff 1 Identifies the first staff member who may lead the meeting.
Staff 2 Identifies the first staff member who may lead the meeting.
Staff 3 Identifies the first staff member who may lead the meeting.
Staff 4 Identifies the first staff member who may lead the meeting.
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Move Document Window Field Definitions

e — b

Y . .
Move Document
1 Move Document From Preview

Select the service which has the existing document that you would like moved. That document will be moved to the current service. After clicking 'Move Document’ the
{ status of the service in '"Move Document from' will be set to 'Error’ and no document will exist for that service.

| Clinician : Acree, Lan .
1| Al Statuses ¥ | All Programs v Other b Apply Fitter
i | DOS From EHv D05 To i\ g

DOS Procedure Name Status Clinician Name Program Name

A Yes in the Required? column below identifies those fields that are required in the Core
SmartCare system. Your system may have been customized to require additional fields.

Field Required? [Description

Move Document From Tab

Displays the clinician name that is assigned to the client service on

Clinician the Service Detail page.
Select the status for the service you want to view from the drop-
down list. Options are:
e Scheduled
e Show
No Sh
All Statuses i © Show
e Cancel

e Complete

e Error

Select the program the client is enrolled in to filter the sercvices
you want to view from the drop-down list. Options are:

All Programs e All Programs
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e Choose from one of the programs defined in the system

Select other criteria from the drop down list to filter the services to
view. Options are:

Other e Custom???

Identifies the starting date of service that you want to search from.
DOS From .

Use the calendar icon to select the date.

Identifies the ending date of service that you want to search from.
DOS To .

Use the calendar icon to select the date.
List

The service(s) that match yo

u filter are displayed in the list section of the window.

DOS Identifies the date of service.
Z;orﬁczdure Identifies the procedure code that defines the service.
Status Identifies the status of the service.

Clinician Name

Identifies the clinician's name assigned to the service. Can they
move a document from a different clinician?

Program Name

Identifies the program name that the client was enrolled in for the
date of service.

Preview Tab

Use the preview tab to view the information in the service document before you move it to
ensure it is the correct document.

Client Identifies the client who the document belongs to.
Effective Date Identifies the effective date of the document.
Author Identifies who created the document.

Status Identifies the status of the document.
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Service Detail Page Add-On Codes Tab Field Definitions

Service Detail

Service Detail

Add-On Codes

Select Add-On Codes

Add-On Codes

A Yes in the Required? column below identifies those fields that are required in the Core

Billing Diagnosis

Add-On Codes

i e I

Authorization(s)

Start Time Duration

Start Time | Duration

SmartCare system. Your system may have been customized to require additional fields.

Field

Required?

Description

Add-On Codes

Select If the procedure code entered on the Service Detail tab is set up
Add-On to allow add-on codes, the Select Add-On Codes field is active.
Codes Click the drop down arrow to add-on codes. Tell me how...
Start Identifies the start time for the service that you are adding the
Time add-on code(s) to.
Identifies the number or amount of units of duration you are
Duration adding to the service for the add-on codes service. When you
select the add-on code, the description of the duration units is
displayed to the right of the Duration field.
List
% Click the * icon to delete an add-on code that has been added
to the service,
Add-On Identifies the name of the add-on code(s) that were added to the
Codes service.
Start o . .
. Identifies the start time for the service.
Time
Durati Identifies the duration or amount of service added to the original
uration

client service.

O|%X ¥ O

[
%
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Service Detail Page Authorization(s) Tab Field Definitions

Service Detail

Service Detail | Billing Diagnosis |  Add-On Codes | Authorization(s)

Required Authorization(s)

[ viovo Documcnis__RIC Y sove I o

X80 v

Coverage Plan Name

Attached Authorization(s)

Exclude | Authorization Id Authorization Code From

Available Authorization(s)

Exclude | Authorization Id Authorization Code From

To Units Used | Units Available

Coverage Plan Status

To Units Used | Units Available | ~ Coverage Plan Status

A Yes in the Required? column below identifies those fields that are required in the Core
SmartCare system. Your system may have been customized to require additional fields.

Field Required?

Description

Required Authorization(s)

Coverage Plan
Name

|dentifies any coverage plan for this client that requires
authorization for the service.

Attached Authorization(s)

Exclude

What is this?7??

,Ibc\juthorlzatlon Identifies the system-assigned ID for the authorization code.
étgtdheorlzatlon Identifies the name of the authorization code.
From Identifies the date when the authorization code became active.
T Identifies the date when the authorization code is no longer
o .
active???
Units Used Identifies the number of units used for this service.

Units Available

Identifies how many units are still??? available.

Coverage Plan

Identifies the client's coverage plan that requires authorization for
this procedure.

Status

Identifies the status of the service???

Available Authorization(s)

Exclude

What is this?7??

ﬁuthorlzatlon Identifies the system-assigned ID for the authorization code.
ét;?;rlzatlon Identifies the name of the authorization code.

From Identifies the date when the authorization code became active.
To Identifies the date when the authorization code is no longer

active???
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Units Used

Identifies the number of units used for this service.

Units Available

Identifies how many units are still??? available.

Coverage Plan

Identifies the client's coverage plan that requires authorization for
this procedure.

Status

Identifies the status of the service???
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Service Detail Page Billing Diagnosis Tab Field Definitions

Service Detail [ Save N x v

Service Detail Billing Diagnosis

Billing Diagnosis

DXAxiS T &11... DX Axis lll/Problem List...

v 295.30 - Paranoid schizophrenia

M V71.09 - Encounter for observation for other suspected diseases and conditions ruled out

Re-Order Diagnosis  Refresh Diagnosis

A Yes in the Required? column below identifies those fields that are required in the Core
SmartCare system. Your system may have been customized to require additional fields.

Field Required? [Description

Billing Diagnosis

bDjitQ;]"s L&l Click the DX Axis | & Il button to add a diagnosis code to the list.
Tell me how...
DX Axis
[ll/Problem List Click the DX Axis Ill/Problem List button to add a Axis Ill
button diagnosis code to the list. Tell me how...
pev—
List of
diagnosis Identifies the diagnoses assigned to the client.
codes
Seque_nce drop Use the drop down to set an order hierarchy to the diagnosis
down list

v codes.
Re-order After you have assigned an order to the diagnosis codes click the
Diagnosis hyperlink to display the diagnoses in the order you assigned.
Refresh 'To clear the order you assigned to each diagnosis, click this
Diagnosis hyperlink.
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Service Detail Page Service Detail Tab Field Definitions

Service Detail

Service Detail

Service
Procedure
Clinician Name
Location

| Client was
present

rm—

! Billable
Comment

Warnings / Errors

Date

Custom Fields

Billing Diagnosis

Status

v

v Attendi

Other Person(s) Present

Charge

Do Not Complete

Error Type Error Message

N

Scheduled ¥ | Start Date |05/02/201d | ™

s e x

Program
Duration 0.00
End Time End Date
ng Referring
Cancel Reason

Balance Rate ID

Note

Override Charge

Amount Overridden By

Override Errors Overridden By

Next Step

o data to display

A Yes in the Required? column below identifies those fields that are required in the Core
SmartCare system. Your system may have been customized to require additional fields.

Field

Required?

Description

Service

Client button

Click the Client button to display the Search for a Client page. Tell

me how... When you select a client from the Client Search page,

the client name does not appear in the Service Detail page until
ou click the Client button again.

Select the status for this service from the drop-down list. Options
are:

e Cancel
e Complete
E
Status * fror
e No Show
e Scheduled
e Show
Start Date Identifies the start date for the service .The current day's date is
defaulted. Use the calendar icon to select a date.
P Identifies the program that the client is enrolled in for this service.
rogram Yes

Select a program from the drop-down list.
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Identifies the procedure code for the service being added. Select

Procedure Yes ;
from the drop-down list.
Identifies a code added to modify the service provided. The button
Modifier button is only active if the procedure code for the service has modifiers
Viodifier added to it. Click on the Modifier button to select a modifier code.
Tell me how...
Identifies the start time of the service on the date selected in the
: Start Date field. Type the time in the ##.##.## format followed by
Start Time
an a for a.m. or p for p.m. When you move the cursor to the next
field, the time is displayed in the field.
Yes Identifies the duration for the service. The system calculates the
Duration duration using the Start Date and Time and the End Date and
Time.
blank field Displays the unit of measurement for the service procedure code.
o Identifies the clinician who provided the service. Select the clinician
Clinician Name Yes .
from the drop-down list.
: Identifies the time when the service ended. Grayed out. When
End Time .
active???
Identifies the date when the service was completed. Grayed out.
End Date .
When active???
. Identifies the location where the service took place. Select the
Location Yes . .
location from the drop-down list.
. Identifies the client's attending physician for this visit. Select the
Attending . Iy .
attending physician from the drop-down list.
: Identifies the person who referred the client. Select the referring
Referring .
erson from the drop-down list.
Client Was Identifies whether or not the client was present for the service. The
check box defaults to Client was present. Deselect the check box if
Present . .
the client was not present for the service. Example???
Other Identifies if other people were present for the service. Type the
Person(s) relationship of any other person(s) who was present for the service.
Present You can enter up to 244 characters in this field.
Yes. if the If the service was cancelled, identifies the reason for the
Cancel Sta’tus is cancellation. When you select a status of Cancel in the Status drop
Reason Cancel down list, the Cancel Reason field becomes active. Click on the

drop down arrow to select a cancellation reason.

Group button

Identifies whether the service involved a group of clients. Click the
Group button to identify the group this client was involved with. Tell
me how...

Identifies whether or not the service is billable to the client. The

Billable check box defaults to Billable for this service. Deselect the check
box to make the service non-billable.
Do Not Identifies what???
Complete
Note Displays any flags that have been assigned to this client.
Enter a comment about this service. You can enter an unlimited
Comment X o
number of characters in this field.
Override Identifies whether you want to override the charge amount for this
Charge service. Select the check box to display a blank field where you can
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Amount

enter the amount you are charging for the service.

Overridden By

The user's sign on name is displayed if you enter an override
amount.

Override
Errors

Identifies that you want to override errors in creating billing charges
and billing for this service. Select the check box to override any
errors.

Overridden By

The user's sign on name is displayed if you select the option to
override errors check box.

\Warnings/Errors

Date

Identifies the date of any warnings or errors for this service. Where
do these come from?7?7?

Error Type

Identifies the error type. Where does the description come from
system or carrier???

Error Message

Identifies the explanatory text about the error message.

Identifies the next step that is needed to rectify the warning or error

Next Step
message.
Custom Fields
Customer Any fields added to the system for your facility are displayed in this
Fields section.
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Services for a Client List Page Field Definitions

Services (1)

‘Show Services Only

All Programs

DOS V| Procedure

3
¥ || All Statuses ¥ | All Clinicians v
v |DOS From 11/02/2015 | ZE¥  DOSTo i1
Status Clinician/Provider Program Location Charge Payment Client Bal | 3rd Party Bal

11/12/2015 11:30 AM  Individual Therapy 60 M...  Scheduled

AuDuong, Bill LCSW South Follow Along Hope Apts

A Yes in the Required? column below identifies those fields that are required in the Core
SmartCare system. Your system may have been customized to require additional fields.

Field

Required?

Description

Filter

Show Services
Only

ptions are:

Felect from the drop-down list to filter data as shown below.
Show Services Only

e Show Services and Care Mgmt Claims

¢ Show Care Mgmt Claims Only

Select from the drop-down list to filter data as shown below.
Options are:
o All Statuses

e Canceled and No Show Services

All Statuses ¢ Complete Services
e Scheduled Services
o Show Services
Select from the drop-down list to filter data as shown below.
Options are:
Al Clinicians » Al Clinicians

e Choose a clinician from the list of all clinicians in the system

All Programs

Select from the drop-down list to filter data as shown below.
Options are:
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Field Definitions

o Al Programs

e Choose a program from the list of all programs in the system

DOS From Select a beginning date to view services by date of service.
DOS To Select an ending date to view services by date of service.
List
DOS Identifies the date when the service occurred.
Procedure Identifies the procedure that was performed.
Status Identifies the status of the service.
Clinician/Provider| Identifies the clinician or provider who provided the service.
Program Identifies the program the client was enrolled in for the service.
Location Identifies the location where the service was performed.
Charge Identifies the dollar amount charged for the service.
Payment Identifies any payment made for the service.
Cli Identifies the client's current balance. Or balance as of the date of

ient Bal .

service???

3rd Party Bal Identifies any balance owing from a third party payer.
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Use the My Calendar Page

Various functions in SmartCare display the My Calendar page. Using the My Calendar page is
the same regardless of where you accessed the page from.

From the My Calendar page, you can:

Display the Calendar for a Different Staff Member

Create a Staff Group to Display Calendars for a Group
Display Calendars for a Group

Display Calendars for Multiple Selected Staff Members
Change the Intervals to View on a Calendar

Add a New Calendar Entry on a Calendar

Add a New Service Entry on a Calendar for a Client

Add a New Primary Care Entry on a Calendar for a Client
Add a New Resource Entry on a Calendar

Change the View of the Calendar(s)

To Display the Calendar for a Different Staff Member

When you access the My Calendar page from the Service Detail page for a specific client, the
client's assigned staff member's calendar is displayed. You can change whose calendar is
displayed.

1. Make sure the My Calendar page is displayed. View field definitions.
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r
My Calendar x

] Single-Staff View ¥ | Acree, Lan SSW ¥ | 15 Minutes Intervals ¥ W Showing 1-1/1
4 Calendar| ™ Service " Primary Care ™% Resource ™ Today [ Day ¥ Month " Refresh 4 b May 12016 -May7

Acree, Lan
Sun Mon Tue Wed Thu Fri Sat
5/1 5/2 513 5/4 5/5 5/6 5/7

1:00 PM
2:00 PM

3:00 PM

Note: if you accessed the My Calendar page from a specific client's record, the staff
member assigned to that record is displayed in the second drop down list and the first
drop down list displays the Single-Staff View option.

2. To select a single staff member, make sure the Single-Staff View is selected in the first
drop down list.

3. Select the staff member whose calendar you want to display from the second drop
down list.

4. Click the Apply Filter button.
The selected staff member's calendar is displayed.

5. Continue working with the calendar.

6. When you are done working with the calendar, click the Exit ¥ icon to exit from the My
Calendar page.

Create a Staff Group to Display Calendars for a Group

1. Make sure the My Calendar page is displayed. View field definitions.
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57

8.

9.

r
My Calendar x
]  Single-Staff View ¥ | Acree, Lan SSW ¥ | 15 Minutes Intervals ¥ Showing 1-1/1

4 Calendar| ™ Service " Primary Care ™% Resource ™ Today [ Day ifMonth S Refresh 4 b May12016-May 7

Acree, Lan
Sun Mon Tue Wed Thu Fri Sat
5/1 5/2 513 5/4 5/5 5/6 5/7

1:00 PM

2:00 PM

3:00 PM

Note: if you accessed the My Calendar page from a specific client's record, the staff
member assigned to that record is displayed in the second drop down list and the first
drop down list displays the Single-Staff View option.

From the first drop down list, select the Multi-Staff View option.

Notice the second drop down list is blank and the Single Staff button is changed to
Define Group and is active.

Click the Define Group button.
The Define Group window is displayed. View field definitions.
Type a name that identifies the group of staff in the Staff View Name field.

In the Define View section, select the staff members you want to add to the group. Or,
click the All check box to select all staff members listed.

Click the Insert button.

The group is saved and listed in the Staff View section.
Click the Save button to save your work.

Click the Close button to close the window.

The My Calendar page is displayed.

10. Notice that the second drop down list is now called Select Group.

11. Change the intervals on the calendar, if needed.

12. Click the Apply Filter button.



Use the My Calendar Page

The calendar for each staff member in the group is displayed.
13. Continue working with the calendar.
14. Click the Exit % icon to exit from the My Calendar page.

Display Calendars for a Group

1. Make sure the My Calendar page is displayed. View field definitions.

-
My Calendar x
] | Single-Staff View ¥ || Acree, Lan SSW v || 15 Minutes Intervals ¥ Showing 1-1/1

4 Calendar| ™ Service ™ Primary Care ™% Resource ™ Today [fjDay i¥Month S Refresh 4 b May12016-May7

Acree, Lan
Sun Mon Tue Wed Thu Fri
5/1 5/2 53 5/4 5/5 5/6

g
SE

1:00 PM
2:00 PM

3:00 PM

2. Click on the drop down arrow in the Select Group drop down list and select the group
whose calendars you want to display.

3. Change the intervals on the calendar using the third drop down list, if needed. Tell me
how...

4. Click the Apply Filter button.
The calendar for each staff member in the group is displayed.

5. Work with the calendars.

6. Click the Exit * icon to exit from the My Calendar page.
Display Calendars for Multiple Selected Staff Members

1. Make sure the My Calendar page is displayed. View field definitions.
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N

8.

9.

r
My Calendar x

] Single-Staff View ¥ | Acree, Lan SSW ¥ | 15 Minutes Intervals ¥ W Showing 1-1/1
4 Calendar| ™ Service " Primary Care ™% Resource ™ Today [ Day ifMonth S Refresh 4 b May12016-May 7

Acree, Lan
Sun Mon Tue Wed Thu Fri Sat
5/1 5/2 513 5/4 5/5 5/6 5/7

1:00 PM
2:00 PM

3:00 PM

Click on the drop down arrow in the first drop down list and select the Multi-Staff
Selected option.

The second drop-down list is grayed out. The button is changed to Select Multiple Staff
and is active.

Change the intervals on the calendar using the third drop down list, if needed. Tell me
how...

Click the Select Multiple Staff button.
The Staff List window is displayed.
Select the staff whose calendars you want to display.
Click the OK button.
The Staff List window is displayed.
Click the Apply Filter button.
The calendars of the staff members you selected are displayed.

Work with the calendars.

When you are done working on calendars, click the Exit % icon to exit from the My
Calendar page.

Change the Intervals to View on a Calendar

1.
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Use the My Calendar Page

r

My Calendar x

=) | Single-Staff View ¥ | Acree, Lan SSW v | 15 Minutes Intervals ¥ _'_ Star ) Showing 1-1/1
"4 Calendar | Service 4 Primary Care ™% Resource ™ Today [#Day #Month “HRefresh { b May12016-May7

Acree, Lan
Sun Mon Tue Wed Thu Fri
5/1 5/2 513 5/4 5/5 5/6

4
8

1:00 PM

>
2:00 PM

3:00 PM

2. In the third drop-down list, select the time interval you want to display in the calendar(s).
See the red box in the screen image below for the interval drop down list.

—_———— _ T
[] [ Single-Staff View ¥ | Holtzman, Katie v | 60 Minutes Intervals ¥ Showing 1-4/4

3. Make other changes in the drop down lists, if needed.
4. Click the Apply Filter button.
The calendars are displayed with the time intervals you selected.

5. Work with the calendars.

When you are done working on calendars, click the Exit ¥ icon to exit from the My
Calendar page.

o

Add a Service Note for a Client on a Calendar

1. Make sure the My Calendar page is displayed. View field definitions.
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My Calendar x
=) | Single-Staff View ¥ | Acree, Lan SSW v || 15 Minutes Intervals v (ST SSEU Showing 1-1/1 " Apply Filter
"4 Calendar | Service 4 Primary Care ™% Resource ™ Today [#Day #Month “HRefresh { b May12016-May7
Acree, Lan
Sun Mon Tue Wed Thu Fri Sat
s/ 572 5/3 s/4 s/s 5/6 5/7
1:00 PM
>
2:00 PM
3:00 PM

Note: if you accessed the My Calendar page from a specific client's record, the staff
member assigned to that record is displayed in the second drop down list and the first
drop down list displays the Single-Staff View option.

1. If your calendar is not displayed, select your name from the second drop down list.

2. Make other changes as needed in the Filter fields.

3. Click the Apply Filter button.
Your calendar should be displayed.

1. Click the Service button in the calendar task bar.

The Service Note page is displayed.

: CAT ST

Service Note (V8 0ET ¥
GoTo B s |

(~er] Status New Effective 05/10/2016 Author _ Holtzman, Katie [*"Wore Detail |

Service | Billing Diagnosis
Service
Status Show v Start Date  |05/10/2016 | EE
Program v
—— §
Procedure v Start 02:00 PM Duration

Location
Clinician ~ Holtzman, Katie Attending v Referring v

Specific Location Other Person's
Present/Comment

Cancel Reason
Custom Fields
| HL7Fields

Item Code
Item Description

Units

Complete the Service Note page. View field definitions.
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Add a New Calendar Entry on a Calendar

1. Make sure the My Calendar page is displayed. View field definitions.

-
My Calendar x
] | Single-Staff View ¥ || Acree, Lan SSW v || 15 Minutes Intervals ¥ Showing 1-1/1

4 Calendar| ™ Service ™ Primary Care ™% Resource ™ Today [fjDay i¥Month S Refresh 4 b May12016-May7
Acree, Lan
Sun Mon Tue wed Thu Fri
sn 5/2 5/3 5/4 5/5 5/6

g
SE

1:00 PM

2:00 PM

3:00 PM

Note: if you accessed the My Calendar page from a specific client's record, the staff
member assigned to that record is displayed in the second drop down list and the first
drop down list displays the Single-Staff View option.
1. If your calendar is not displayed, select your name from the second drop down list.
2. Make other changes as needed in the Filter fields.

3. Click the Apply Filter button.

Your calendar should be displayed.

Add a New Service Entry on a Calendar for a Client
Add a New Primary Care Entry on a Calendar for a Client

Add a New Resource Entry on a Calendar

Change the View of the Calendar(s)
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